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CHAPTER 4  PROPERTY BOOK SYSTEM
_________________________________________________________________

AUTOMATED PERSONAL PROPERTY MANAGEMENT SYSTEM
APPMS 6.00

Property Book System
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PROPERTY MENU

Property Menu
_________________________________________________________________

The Property Menu will likely be the most heavily used Main
Menu option. Click on the [Property] option. The following
Property menu is displayed.

Select the option to be performed and click.
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PROPERTY MENU

Property Menu
_________________________________________________________________

Each option on the Property Menu is discussed in this section

Option [Maintain Pre-Loaded Property] is used to maintain
requisitions, maintain receiving dock and received property,
view pending requisitions.

Option [Maintain Active Property] is used to add, modify, and
delete active property.

Option [Maintain Stock Catalog] is used to add, modify, and
delete stock catalog records.

Option [View Archived Property] is used to view property records
that have previously been dropped from ACTIVE status and to
recover them with a D10 transaction.

Option [View Transaction Register]  is used to view register
transactions for currently active property. 

Option [View Archived Transaction Register] is used to view
register transactions for archived property.
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                                               PROPERTY MENU
MAINTAIN PRE-LOADED PROPERTY

Maintain Pre-Loaded Property
_________________________________________________________________

Pre-Loaded Property - Property that has been requisitioned but
has not been received.

1. From the APPMS Main Menu select the [Property] option.

2. Select [Maintain Pre-Loaded Property] on the Property Menu.
The following sub-menu is displayed:

1. Select the option to be performed and click.
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Maintain Pre-Loaded Property
_______________________________________________________________

Option [Maintain Requisitions] is used to view and 
   approve requisitions awaiting Logistics approval and to 
   view those requisitions that have been previously 
  approved/disapproved by Logistics and those that have been

      sent to CEFMS but not yet received.

Option [Maintain Receiving Dock] is used to enter information 
on property (not yet received through CEFMS) into APPMS.  
After selecting the Requisition to enter data on, the user 
may enter information such as the bar code number, serial 
number, and model number without activating the property 
item.

Option [Maintain Received Property] is used to enter bar tag 
information for property that has been previously received.
Executing this option on a piece of property will move the 
property information from the Pre-Loaded property menus to 
the Active property menu.  If information for this property
item has previously been entered through the [Maintain 
Receiving Dock] option, that information will be carried 
forward to this option.  If information has not been 
previously entered through the [Maintain Receiving Dock] 
option, it will be required entry on this option before the
item can be activated.

   Option [Import Pending requisition] brings into APPMS from
CEFMS, any CEFMS requisitions that are ready for logistics
approval. Once this option is executed, the requisitions
will be available for logistics approval/disapproval under
[Maintain Requisitions]. At a minimum, this option should
be executed daily.

   Option [Import Received Property] brings Receiving Report
information into APPMS from CEFMS. Once this option is
executed on a piece of property, that property will no
longer be shown in the [View Approved Requisitions] option.
The requisitions will still be shown if the quantity
indicates that more items are to be received.

                   PROPERTY MENU
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MAINTAIN PRE-LOADED PROPERTY
MAINTAIN REQUISITIONS

Maintain Requisitions
_________________________________________________________________

This option is used to view and approve requisitions awaiting
Logistics’ approval and to view those requisitions that have been
previously approved/disapproved by Logistics.

   1. From the APPMS Main Menu, select the [Property] option.

2. Select [Maintain Pre-Loaded Property] then select
[Maintain Requisition] option.  The following screen is
displayed when Maintain Requisition option is selected:

3. Click the MORE button on the screen to see additional
   fields for Maintain Requisiton.

PROPERTY MENU
MAINTAIN PRE-LOADED PROPERTY
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MAINTAIN REQUISITIONS
MODIFYING REQUISITIONS

Modifying Requisitions
_________________________________________________________________

To modify information on a pending requisition, highlight the
record to be modified and click the Modify button on the toolbar.

1. If the requisition has already been approved (Y) or
disapproved (N) the following alert is displayed.

2. If the requisition has not been approved the following screen
is displayed:

                                                PROPERTY MENU
MAINTAIN PRE-LOADED PROPERTY

MAINTAIN REQUISITIONS
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                                        MODIFYING REQUISITIONS

Modifying Requisitions
_________________________________________________________________

3. The following fields are available for editing:

APPROVED.  Enter ‘Y’ to approve the requisition line item or
'N' to disapprove.  The APPROVED BY and APPROVED DATE fields
are automatically populated.

EXPENDABLE.  Enter ‘T’ if the property is Expendable or enter
‘F’ if the property is non-Expendable.

HRA ID.  The Hand Receipt Account number of the person
accountable for the property should be entered.  If no HRA is
entered, or if an invalid value is entered, a pop list of HRA
Screen is displayed to allow the user to choose from the list.

REMARK. Any needed comments may be entered here.  If the line
item has been disapproved, a REMARK is required to be entered
stating the reason for the disapproval.

CATALOG NO.  The property CATALOG NO should be entered here.
If no CATALOG NO is entered, or if an invalid value is
entered, a pop list of Catalog ID is displayed to allow the
user to choose one or enter a new CATALOG NO in the Catalog
table.

AUTHORIZATION.  The proper AUTHORIZATION document should be
cited here.  If no AUTHORIZATION is entered, or if an invalid
value is entered, selection lists of valid Authorization codes
are displayed.

 PROPERTY MENU
MAINTAIN PRE-LOADED PROPERTY

MAINTAIN REQUISITIONS
                                        MODIFYING REQUISITIONS
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Modifying Requisitions
_________________________________________________________________

3. Click the Save button to save the transaction, If a purchase
Request has been approved by the Supply offices user will have
an option of printing a hand receipt. The following alert will
be displayed:

4. Click the Yes button to print a hand receipt. Click the No   
   button to cancel the print option.

5. If the user clicks Yes to print a hand receipt, an alert is
   displayed to print catalog information.

6. Click the Yes button to print catalog information. Click the
   No button to cancel printing catalog information.
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        MAINTAIN REQUISITIONS
                                             VIEWING REQUISITIONS

Viewing Requisitions
_________________________________________________________________

To view Pending Requisitions, highlight the record to be viewed
and click the View button on the toolbar.

1. The following screen is displayed when View button is 
selected:

2. Click the close button to return to the Maintain Requisitions
screen.

MAINTAIN PRE-LOADED PROPERTY
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MAINTAIN REQUISITIONS
QUERYING REQUISITIONS

Querying Requisitions
_________________________________________________________________

To query a requisition record, click Enter-Query button, then
click the Exct button on the toolbar to execute the query. To
cancel the query, click the Cancel button on the toolbar. The
fields available for querying are:

Requisition No
Line No
Amendment No
Approved Indicator
Expendable Indicator
Deliver By Date
Remark
Office Symbol
MOA Code
Org Code
HRA ID
Catalog ID
Authorization ID
Quantity Received
Unit Cost
Extended Cost
Ordered By
Need Code
Priority Code
Ship to Org
Approval ID
Approval Date
Funding Code
Work Code
Resource Code
Print Indicator
Vendor Name
Item Description
Quantity Order

   Transaction ID

For detailed instruction on using the Query function see Section
Using the APPMS Query Function in Chapter 1.

                                              PROPERTY MENU
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Maintain Receiving Dock
_________________________________________________________________

This option is used to enter information on property (not yet
received through CEFMS) into APPMS.  After selecting the
requisition to update, the user may enter information such as the
bar code number, serial number, and model number without
activating the property item.

1. From the APPMS Main Menu, select the [Property] option.

2. Select [Maintain Pre-Loaded Property] on the Property Menu.

3. Select [Maintain Receiving Dock] on the Maintain Pre-Loaded
Property Menu. To access a list of requisitions not yet
received by CEFMS. The user can add a requisition (update a
Log approved requisition with additional information), modify
a requisition, delete a requisition, search for a particular
requisition, or view detail information on a requisition,
from the following screen:

                                                    PROPERTY MENU
                                     MAINTAIN PRE-LOADED PROPERTY
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Adding Receiving Dock
_________________________________________________________________

To add information on a requisition, click the Add button on the
toolbar.

1.  The following screen is displayed when the Add button is
selected:

2. The following fields are available for editing:

   REQUISITION NO.  Enter the REQUISITION NO of the property
item.  A selection screen of valid choices is available.

                                                    PROPERTY MENU
                                  MAINTAIN PRE-LOADED PROPERTY
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Adding Receiving Dock
_________________________________________________________________

   LINE ITEM NO.  Enter the LINE ITEM NO of the property item.  A
selection screen of valid choices is available.

OBLIGATION NO. If known, the OBLIGATION NO of the property
item may be entered.

BAR CODE ID.  The BAR CODE NO of the property item must be
entered.

SERIAL NO.  If known, the SERIAL NO of the property item may
be entered.

MODEL NO.  If known, the MODEL NO of the property item may be
entered.

LOCATION. If known, the Location of the property item may be
entered.

ROOM NO. If known, the ROOM NO of the property item they may
entered the ROOM NO.

RECEIVED DATE.  The RECEIVED DATE field will default to the
current date.  This date may be changed as needed.

3. Click the Cancel button to cancel the transaction without
saving.

Click the Save button to save the transaction.

4. Once the transaction is Saved or Cancelled the user is
returned to the Maintain Receiving Dock screen.

                                                 PROPERTY MENU
                                   MAINTAIN PRE-LOADED PROPERTY
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                                       MODIFYING RECEIVING DOCK

Modifying Receiving Dock
_________________________________________________________________

1.  To modify information on a Receiving Dock requisition,
highlight the record to be modified and click the Modify
button on the toolbar. The following screen will be displayed:

2.  The following screen will be displayed:

3.  The following fields are available for editing:

REQUISITION NO.  Enter the REQUISITION NO of the property
item.  A selection screen of valid choices is available.

LINE ITEM NO.  Enter the LINE ITEM NO of the property item.  A
selection screen of valid choices is available.

OBLIGATION NO.  If known, the OBLIGATION NO of the property
item may be entered.

BAR CODE ID.  The BAR CODE NO of the property item must be
entered.

                                                  PROPERTY MENU
                                   MAINTAIN PRE-LOADED PROPERTY
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Modifying Receiving Dock
_________________________________________________________________

SERIAL NO.  If known, the SERIAL NO of the property item may
be entered.

MODEL NO.  If known, the MODEL NO of the property item may be
entered.

LOCATION. If known, the Location of the property item may be
entered.

ROOM NO. If known, the ROOM NO of the property item may be
entered.

RECEIVED DATE.  The RECEIVED DATE field will default to the
current date.  This date may be changed as needed.

3. Click the Cancel button to cancel the transaction without
   saving.

4.  Click the Save button to save the transaction.

5.  Once the transaction is Saved or Cancelled the user is
   returned to the Maintain Receiving Dock screen.
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MAINTAIN RECEIVING DOCK
DELETING RECEIVING DOCK

Deleting Receiving Dock
_________________________________________________________________

To delete previously entered Receiving Dock information on a
property item, highlight the record to be deleted and click the
Delete button on the toolbar.

1.  The following alert is displayed when the delete button is
deleted.

2. Click the Cancel or No button to cancel the transaction
without saving.

2.  Click the Yes button to delete the record.
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MAINTAIN RECEIVING DOCK
VIEWING RECEIVING DOCK

Viewing Receiving Dock
_________________________________________________________________

To view Receiving Dock records, highlight the record to be viewed
and click the View button on the toolbar.

1. The following screen is displayed when the View Button is 
selected:

2. Click the Close button to return to the Maintain Receiving
   Dock screen.
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MAINTAIN RECEIVING DOCK
QUERYING RECEIVING DOCK

Querying Receiving Dock
_________________________________________________________________

To query a Receiving Dock record, click the Enter Query button
then click the Exct button on the toolbar to execute the query.
Click the Cancel button to cancel the query.

The fields available for querying are:

Requisition No
Line Item No
Purchase Requisition No.

   Bar Tag No.
   Location.
   Serial No.
   Model No.
   Room No.
   User ID.
   Update Date.

For detailed instruction on using the Query function see Section
Using the APPMS Query Function in Chapter 1.
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Maintain Received Property
_________________________________________________________________

Option [Maintain Received Property] is used to enter bar tag
information for property that has been previously received (via
option [Import Received Property].  Executing this option on a
piece of property will move the property information from the
Pre-Loaded Property menus to the Active Property menu.  If
information for this property item has previously been entered
through the [Maintain Receiving Dock] option, that information
will be carried forward to this option.  If information has not
been previously entered through the [Maintain Receiving Dock]
option, it will be required entry on this option before the item
can be activated.

1. From the APPMS Main Menu, select the [Property] option.

2. Select [Maintain Pre-Loaded Property] on the Property Menu.

3. Select [Maintain Received Property] on the Maintain Pre-Loaded
Property Menu.  A list of requisitions received through CEFMS,
but not yet activated to the Property book is displayed.

                                                    PROPERTY MENU
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Maintain Received Property
_________________________________________________________________

The following screen is displayed when the Maintain Received
Property option is selected from the Maintain Pre-loaded Property
menu:

4. Click the More button to view additional fields for Maintain
   Received Property screen.

                                                  PROPERTY MENU
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Maintain Receiving Property
_________________________________________________________________

6.  Click the Previous button to go back to the Previous screen.
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MODIFYING RECEIVED PROPERTY

Modifying Received Property
_________________________________________________________________

To modify information on a Received requisition (without
activating the property item), highlight the record to be
modified and select the Modify button on the toolbar.

1.  The following screen is displayed when the Modify button
selected:

2.  The following fields are available for editing:

   BAR CODE NO. The BAR CODE NO of the property item, is a
   Required field.
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Modifying Received Property
_________________________________________________________________

LOCATION.  If known, enter where the property item will be
located.

ROOM.  If known, enter the ROOM number where the property item
will be located.

SERIAL NO.  If known, the SERIAL NO of the property item may
be entered.

UTILIZATION CODE.  The UTILIZATION CODE can be set to:

'U' - Under Utilized
'M' - Moderately Utilized
'O' - Regularly Utilized

CATALOG NO.  Enter the CATALOG NO of the property item.  A
selection screen of valid choices is available.  This is a
required field.

AUTHORIZATION.  The proper AUTHORIZATION document should be
cited here.  A selection screen of valid choices is available.
This is a required field.

HRA ID.  Enter the HAND RECEIPT ACCOUNT number of the person
who is to be responsible for the property.  A selection screen
of valid choices is available.  This is a required entry.

3.  Click the Save button to save the transaction.

4.  Click the Cancel button to cancel the transaction without
saving.

5.  Once the transaction is Saved or Canceled, the user is
   return to the Maintain Received Property screen.
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Viewing Received Property
_________________________________________________________________

To view Received Property records, highlight the record to be
viewed and click the View button on the toolbar.

1. The following screen is displayed when the View button is
selected:

2.  Click the Close button to return to the Maintain Received
Property screen.
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Querying Received Property
_________________________________________________________________

To query a Received Property record, click the Enter-Query
button, and then click the Exct button on the toolbar to execute
the query. To cancel the query, click the Cancel button on the
toolbar.

The fields available for querying are:

Requisition No
Line No
Amendment No
Purchase Order No
Deliver By Date
Remark
Office Symbol
MOA Code
Org Code
HRA ID
Catalog ID
Authorization ID
Quantity
Unit Cost
Extended Cost
Need Code
Priority Code
Ship to Org
Approved
Expendable
Approval ID
Approval Date
Funding Code
Work Code
Resource Code
FOA Code
Name
Item Description

For detailed instruction on using the Query function see Section
Using the APPMS Query Function in Chapter 1.

                                                    PROPERTY MENU
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Activating Received Property
_________________________________________________________________

Activation of Pre-Load property is done when that piece of
property is now in possession and ready to be officially added to
the Property Book.  To activate a piece of property, highlight
the record to be activated and click the Activate button on the
toolbar.

1.  The following screen is displayed when the Activate button is
selected.

 
 
 2. The following fields are available for editing:
 
 REMARKS.  This field may be changed as needed.
 
 
 
 PROPERTY MENU
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Activating Received property
_________________________________________________________________
 
    BAR TAG NO.  The BAR TAG NO of the property, This is a

required field.
 
 CATALOG NO.  Enter the CATALOG NO of the property item.  A

selection screen of valid choices is available.  This is a
required field.

 
 TO HRA.  Enter the HAND RECEIPT ACCOUNT number of the person

who is to be responsible for the property.  A selection screen
of valid choices is available.  This is a required field.

 
 LOCATION.  Enter where the property item will be located.

This is a required field.
 
 ROOM.  If known, enter the ROOM number where the property item

will be located.
 
 UTILIZATION.  The UTILIZATION code can be set to:
 'U' - Under Utilized
 'M' - Moderately Utilized
 'O' - Regularly Utilized
 
 AUTHORIZATION.  The proper AUTHORIZATION document should be

cited here.  A selection screen of valid choices is available.
This is a required field.

 
 PART NO.  If known, the PART NO of the property item may be 

entered.
 
 MANUFACTURER.  If known, the MANUFACTURER of the property item

may be entered.
 
 SERIAL NO.  If known, the SERIAL NO of the property item may

be entered.
 
 MODEL NO.  If known, the MODEL NO of the property item may be

entered.
 
3. Click the Save button to save the transaction.

4. Click the Cancel button to cancel the transaction without
   saving.
 PROPERTY MENU
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 ACTIVATING RECEIVED PROPERTY
 
Activating Received Property
_________________________________________________________________
 
5. Once the transaction is Saved or Cancelled the user is
    returned to the Maintain Received Property screen.
 
 
 6. When the Save button is selected, the following alert is

displayed:
 

 
 
7. Click the Yes button to print a hand receipt for this property
    item. Click the No button to cancel the printing of a hand
    receipt.
 
 8. If a hand receipt is chosen to be printed, the following alert

is displayed:
 

 
 
 
 9. Click the Yes button to print the catalog information.  Click

the NO button to cancel the printing of catalog information.
The user is returned to the Maintain Received Property screen.

 
 
 
 PROPERTY MENU

MAINTAIN PRE-LOADED PROPERTY
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IMPORT PENDING REQUISITION

Import Pending Requisition
_________________________________________________________________

Once requisitions have been created in CEFMS, they will need to
have Logistics approval. In order for Logistics to give their
approval/disapproval, the requisitions are brought into APPMS via
this option.

1. From the APPMS Main Menu, select the [Property] option.

2. Select [Maintain Pre-loaded Property] on the Property Menu.

3. Select [Import Pending Requisition] on the Maintain Pre-loaded
Property Menu. The following screen will be displayed:

Do Not press any key on the keyboard while busy cursor being
shown on the screen. This will take some time and you will get
default cursor back on the main screen. The pending requisitions
will be available for Logistics approval/disapproval under
[Maintain Requisitions].

 PROPERTY MENU
MAINTAIN PRE-LOADED PROPERTY
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IMPORT RECEIVED PROPERTY

Import Received Property
_________________________________________________________________

Once property has been physically delivered to a site, the user
will need to have a CEFMS Receiving Report created into CEFMS.
This option will bring back to APPMS the Receiving Report
information from CEFMS. Once this option is executed on a piece
of property, that property item will no longer be shown in the
[Maintain Requisition] option (unless the quantity indicates that
more are to be received).
1. From the APPMS Main Menu, select the [Property] option.

2.  Select [Maintain Pre-loaded Property] on the Property Menu.

3.  Select [Import Received Property] on the Maintain Pre-loaded
Property Menu. The following screen will displayed:

Do Not press any key on the keyboard while busy cursor being
shown on the screen. This will take some time and you will get
default cursor back on the main screen. Now you can go to
[Maintain Received Property] option and activate the property.

PROPERTY MENU
                                  MAINTAIN ACTIVE PROPERTY
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 Maintain Active Property
_________________________________________________________________
 
 Maintain Active Property - Property that has been received and
bar tagged.
 
 1. From the APPMS Main Menu, select the [Property] option.
 
 2. Select [Maintain Active Property] on the Property Menu.  A
  list of current active property items is displayed.  The user
  can search for a particular piece of property, delete a piece
  of property, add a new piece of property or modify the
  information on a piece of property from the following screen:
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 Adding Active Property
_________________________________________________________________
 
 To add a piece of property, not already in the Pre-Load files,
click the Add button on the toolbar.
 
 NOTE: In general, this option will not be used.  All property
should flow through the Pre-load files so that CEFMS and APPMS
will always be reconciled.  These transactions should only be
used for the following circumstances:
 
 Establish Accountability Outside CEFMS
 Fedstrip/Milstrip Purchase
 Found on Works
 Built on Works
 Loan from Outside Agency
 Leased Equipment
 Received from Outside Agency
 Change Accounting Requirement Code
 Received G.F.P. from Contractor
 CEFMS/COMIS Conversion
 
1. The following screen is displayed when the Add button on the

toolbar is selected:

                                                     PROPERTY MENU
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Adding Active Property
_________________________________________________________________

2. The following fields are available for editing:

TRANS DESC.  Enter the type of transaction to be used.  A
selection screen of valid choices is available. This is a
required field.

TRANS DATE.  The current DATE will default in this field, but
the DATE may be changed as needed.

REMARKS.  This field may be changed as needed.

BAR TAG NO.  Enter the BAR TAG NO of the property item. This
is a required field.

CATALOG NO.  Enter the CATALOG NO of the property item.  A
selection screen of valid choices is available. This is a
required field.

DOC. REG NO.  Enter the DOC. REGISTER NO of the property item.

TO HRA.  Enter the HAND RECEIPT ACCOUNT Number of the person
who is to be responsible for the property.  A selection screen
of valid choices is available.

TO WORK CODE.  Enter the current ADP WORK CODE for this
property.

FROM HRA.  Enter the HAND RECEIPT ACCOUNT number the item is
coming from.

   FROM WORK CODE.  Enter the old ADP WORK CODE for this
property.

LOCATION.  Enter the physical LOCATION the property will be
located in. This is a required field.

ROOM.  Enter the ROOM number the property will be located in.

ACQ. DATE. Enter the DATE of acquisition of the property item.

ACQ. COST.  Enter the COST of the property at the time of

                                                     PROPERTY MENU
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Adding Active Property
_________________________________________________________________

   acquisition.

REQUISITION NO.  Enter the REQUISITION NO of the property
item.

SYSTEN INDICATOR. Enter the code for the SYSTEM INDICATOR.

   PURCHASE ORDER NO.  Enter the PURCHASE ORDER NO of the
property item.

UTILIZATION.  The UTILIZATION code can be set to:

'U' - Under Utilized
'M' - Moderately Utilized
'O' - Regularly Utilized

FUNDING.  Enter the FUNDING code for this property item.
Valid codes are:

'C' - Civil Works Fund
'R' - Revolving Fund
'M' - Military Fund
'V' - Civil Rental Fund
'L' - Military Rental Fund

AUTHORIZATION.  The proper AUTHORIZATION document should be
cited here.  A selection screen of valid choices is available.

PART NO.  Enter the PART NO for this property item.

   MANUFACTURER.  Enter the name of the MANUFACTURER of this 
property item.

SERIAL NO.  If the SERIAL NO of the property item is known,
enter it in this field.

MODEL NO.  If the MODEL NO of the property item is known,
enter it in this field.

3. Click the Save button to save the transaction.
                                                     PROPERTY MENU
                                          MAINTAIN ACTIVE PROPERTY
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Adding Active Property
_________________________________________________________________

4. Click the Cancel button to cancel the transaction without
saving.

5. When the Save button is selected, the following alert is
   displayed:
 

 
6. Click the Yes button to print hand receipt for this property

Item. Click the No button to cancel the printing of a
hand receipt.

4.  If a hand receipt is chosen to be printed, the following alert
is displayed:

5.  Click the Yes button to print the catalog information. Click
the No button to cancel printing of catalog information. The
user is returned to the Maintain Active property screen.



4-37

                                                 PROPERTY MENU
MAINTAIN ACTIVE PROPERTY

MODIFYING ACTIVE PROPERTY

Modifying Active Property
_________________________________________________________________

To modify information on a piece of property, highlight the
record to be modified and click the Modify button on the toolbar.

1. The following screen is displayed when Modify is selected:

2. The transaction code selected determines which fields are
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Modifying Active Property
_________________________________________________________________

   available for editing.  The possible fields include the
   following:

TRANS DESC.  Enter the type of transaction to be used.  A
   selection screen of valid choices is available.

TRANS DATE.  The current DATE will default in this field, but 
the DATE may be changed as needed.

REMARKS.  This field may be changed as needed.

BAR TAG NO.  Enter the BAR TAG NO of the property item.

CATALOG NO.  Enter the CATALOG NO of the property item.  A
selection screen of valid choices is available.

DOC. REG NO.  Enter the DOC. REGISTER NO of the property item.

TO HRA.  Enter the HAND RECEIPT ACCOUNT Number of the person
who is to be responsible for the property.  A selection screen
of valid choices is available.

TO WORK CODE.  Enter the current ADP WORK CODE for this
property.

FROM HRA.  Enter the HAND RECEIPT ACCOUNT number the item is
coming from.

FROM WORK CODE.  Enter the old ADP WORK CODE for this
property.

LOCATION.  Enter the physical LOCATION the property will be
located in.

ROOM.  Enter the ROOM number the property will be located in.

ACQ. DATE.  Enter the DATE of acquisition of the property
item.

ACQ. COST.  Enter the COST of the property at the time of
acquisition.
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Modifying Active Property
_________________________________________________________________

REQUISITION NO. Enter the REQUISITION NO of the property item.

   SYSTEM INDICATOR. Enter the SYSTEM INDICATOR code.

PURCHASE ORDER NO.  Enter the PURCHASE ORDER NO of the
property item.

UTILIZATION.  The UTILIZATION code can be set to:

'U' - Under Utilized
'M' - Moderately Utilized
'O' - Regularly Utilized

FUNDING.  Enter the FUNDING code for this property item.
Valid codes are:

'C' - Civil Works Fund
'R' - Revolving Fund
'M' - Military Fund
'V' - Civil Rental Fund
'L' - Military Rental Fund

AUTHORIZATION.  The proper AUTHORIZATION document should be
cited here.  A selection screen of valid choices is available.

PART NO.  Enter the PART NO for this property item.

MANUFACTURER.  Enter the name of the MANUFACTURER of this
property item.

SERIAL NO.  If the SERIAL NO of the property item is known,
enter it in this field.

MODEL NO.  If the MODEL NO of the property item is known,
enter it in this field.

3.  Click the Cancel button to cancel the transaction without
saving.

4.  Click the Save button to save the transaction.

                                                    PROPERTY MENU



4-40

                                         MAINTAIN ACTIVE PROPERTY
                                        MODIFYING ACTIVE PROPERTY

When the Save button is selected, the following alert is
displayed:

5. Click the Yes button to print a hand receipt for this property
item. Click the No button to cancel the printing of a hand
receipt.

6. If a hand receipt is chosen to be printed, the following alert
will be displayed:

7. Click the Yes button to print catalog information.  Click the
No button to cancel the printing of catalog information.

   The user is returned to the Maintain Property screen.

NOTE: Disposal code is the mandatory fields for transaction code;
A04 and A06.
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Deleting Active Property
_________________________________________________________________

To dispose of an active property item, highlight the record to be
deleted and click the Delete button on the toolbar.

This will move the property from Active Property to Archived
Property along with any associated accessories and transactions.
All Active Document Register information for the property item
will be transferred to the Archived Document Register as well.
The following screen is displayed when the Delete button on the
toolbar is selected.

1. The following fields are available for editing:

TRANS DESC.  Enter the type of transaction to be used.  A
selection screen of valid choices is available.

TRANS DATE.  The current DATE will default in this field, but
the DATE may be changed as needed.

REMARKS.  Enter any information explaining why the property is
being removed from the Active Property table.

PROPERTY MENU
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Deleting Active Property
_________________________________________________________________

DISPOSAL CODE.  Enter the DISPOSAL CODE for the property being
deleted (archived).  The Disposal Code is comprised of a
Supply Code in the first column and Disposal Code in the
second column. Valid Supply Codes are:

'A' - Serviceable (Issuable without Qualification)
'B' - Serviceable (Issuable with Qualification)
'C' - Serviceable (Priority Issue)
'D' - Serviceable (Test/Modification)
'E' - Unserviceable (Limited Restoration)
'F' - Unserviceable (Repairable)
'G' - Unserviceable (Incomplete)

  'H' - Unserviceable (Condemned)
    'S' - Unserviceable (Scrap)

Valid Disposal Codes are:

'1' - Unused - good
'2' - Unused - fair
'3' - Unused - poor
'4' - Used - good
'5' - Used - fair
'6' - Used - poor
'7' - Repairs required - good
'8' - Repairs required - fair
'9' - Repairs required - poor
'X' - Salvage
'S' - Scrap

DISPOSITION SYMBOL.  Enter the DISPOSITION SYMBOL for the
property being deleted (archived).  Valid choices are:

'A'  - Abandon
'C'  - Circularize
'DE' - Destroy
'RI' - Reissue
'SD' - Sell or Donate
'TD' – Transfer DRMO

        'TI' - Trade-In

PROPERTY MENU
MAINTAIN ACTIVE PROPERTY
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Deleting Active Property
_________________________________________________________________

NOTE: Above Disposal codes are mandatory fields for all
transaction codes except c06, c08 and c12. Disposition symbols
are mandatory fields for transaction codes co1, c02, c03, c04,
c05, c07, c09, c10, c11 and c13.

2. Click the Delete button on the screen to initiate deletion
(archiving) of the record.
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Viewing Active Property
_________________________________________________________________

To view an Active Property record, highlight the record to be
viewed and click the View button from the toolbar.  Any
accessories and transactions against the property item, along
with its associated catalog record may also be viewed.

1. The following screen is displayed when the View button is 
selected:

 2.  From the View Property Screen the following options are
     available:

     1. View ACCESSORIES information.
     2. View CATALOG information.
     3. View TRANSACTION information.
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Viewing Active Property
_________________________________________________________________

1. View Accessories for a property item

To view accessories for a property item, click the Accessories
button on the screen. The following screen is displayed:

  Click the Close button to return to the View Property screen.

  PROPERTY MENU
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Viewing Active Property
_________________________________________________________________

2. View a Catalog record associated with a property item

To view a Catalog record associated with a property item,
click the Catalog button on the screen. The following screen is
displayed:

Click the Close button to return to the Viewing Property screen.

PROPERTY MENU
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Viewing Active Property
_________________________________________________________________

3. View all Transactions against a property item

To view a Transaction record against a property item,
click the Transaction button on the screen.  The following screen
is displayed:

Click the Close button to return to the View Property screen.

                                                    PROPERTY MENU
                                         MAINTAIN ACTIVE PROPERTY



4-48

                                          VIEWING ACTIVE PROPERTY

Viewing Active Property
_________________________________________________________________

To view detail information on a transaction record, highlight the
record to be viewed and click the View button.  The following
Screen is displayed:

 PROPERTY MENU
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Querying Active Property
_________________________________________________________________

To query an Active Property record, click the Enter-Query button,
and then click the Exct button on the toolbar to execute the
query. To cancel the query, click the Cancel button on the
toolbar.

The fields available for querying are:

To HRA
Bar Tag
Catalog ID
(Catalog) Noun
Location
Code
Extended Cost
From HRA
To Work Code
From Work Code
Accessory Cost
Purchase Order Number
Requisition Number
Acquisition Date
Acquisition Cost
Serial Number
Inventory Date
Due Date
Room
Authorization Id
Document Register No
Funding Code
Disp Sym
Disposal Code
Supply Code
Utilization Code
Part Number
Model Number
Manufacturer
Old Bar Tag ID
Record Add Date
Trans. No
Trans. Date
(Catalog) Nomenclature

   Sub HRA

                                             PROPERTY MENU
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Querying Active Property
_________________________________________________________________

For detailed instruction on using the Query function see Section.
Using the APPMS Query Function in Chapter 1.

PROPERTY MENU
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Maintain Stock Catalog
_________________________________________________________________

The Stock Catalog contains a list of valid catalog numbers and
their detail information.  When a property item is established,
it must be assigned to a catalog number.  This catalog number
must exist in the Stock Catalog file prior to its use.

1. From the APPMS Main Menu, select the [Property] option.

2. Select [Maintain Stock Catalog] on the Property Menu. A list
of the current stock catalog numbers is displayed.  The user
can search for a particular catalog number, sort the list,
delete a catalog number, add a new catalog number or modify
the information for a catalog number from the following
screen:

                                           MAINTAIN STOCK CATALOG
                                       ADDING STOCK CATALOG ENTRY



4-52

Adding Stock Catalog Entry
_________________________________________________________________

To add a catalog number, click the Add button on the toolbar.

1.  The following screen is displayed when Add is selected:

2. Select whether the Control Number will be manually or computer
generated (only 1 may be chosen).

3.  If the control number is manually generated, enter the
Catalog number.

PROPERTY MENU
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Adding Stock Catalog Entry
_________________________________________________________________

4. If the control number is computer generated, enter the
Federal Stock Class number.

5. The following fields are available for editing:

PILFERABLE.  If the items in this catalog class are
PILFERABLE, enter 'T'; otherwise enter 'F'.

ECC.  Enter the EQUIVALENT CONTROL CODE.  For more information
on valid codes, refer to AR 738-750.

LIN.  Enter the LINE ITEM NUMBER.  Refer to SB-720 for a
complete list of valid codes.

NOUN/NOMENCLATURE.  Enter a descriptive NOUN for the catalog
class then enters an in-depth description of the catalog
class.

RICC.  Enter the RICC for the Catalog class.  A selection
screen of valid choices is available.  Valid choices are:

'0' - CBS-X non reportable
'2' - CBS-X reportable, SN not required
'A' - CBS-X reportable, SN required for supply
'B' - CBS-X reportable, SN required for maintenance
'C' - CBS-X reportable, SN required for supply & 

Maintenance
'8' - SIMS-X SN not required
'D' - SIMS-X SN required for supply
'E' - SIMS-X SN required for maintenance
'F' - SIMS-X SN required for supply & maintenance
'G' - Serial Number required for supply

LCC.  Enter the LCC for the Catalog class.  A selection screen
of valid choices is available.  Valid choices are:

'A' - Army Standard item
'B' - Issued in lieu of LCC A items
'D' - Not qualified for type classification
'F' - Reserve Components only
'N' - Items not separately type classified
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Adding Stock Catalog Entry
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'O' - Obsolete Items
'R' - Items not in SB-700-20
'T' - Limited procurement of tests only
'U' - Type classified - limited procurement

6. Click the Cancel button to cancel the transaction without
   saving.

7. Click the Save button to save the transaction.

8. Once the transactions Save or Cancelled has been selected,
   the user is returned to the Maintain Stock Catalog Record
   Screen.
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Modifying Stock Catalog Entry
_________________________________________________________________

To modify information on a catalog class, highlight the record to
be modified and click the Modify button on the toolbar.

1. The following screen is displayed when Modify is selected:

2. The following fields are available for editing:

PILFERABLE.  If the items in this catalog class are
PILFERABLE, enter 'T'; otherwise enter 'F'.
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Modifying Stock Catalog Entry
_________________________________________________________________

ECC.  Enter the EQUIVALENT CONTROL CODE.  For more information
on valid codes, refer to AR 738-750.

LIN.  Enter the LINE ITEM NUMBER.  Refer to SB-720 for a
complete list of valid codes.

NOUN/NOMENCLATURE.  Enter a descriptive NOUN for the catalog
class then enter an in depth description of the catalog class.

RICC.  Enter the RICC for the Catalog class.  A selection
screen of valid choices is available.  Valid choices are:

'0' - CBS-X non reportable
'2' - CBS-X reportable, SN not required
'A' - CBS-X reportable, SN required for supply
'B' - CBS-X reportable, SN required for maintenance
'C' - CBS-X reportable, SN required for supply & 

Maintenance
'8' - SIMS-X SN not required
'D' - SIMS-X SN required for supply
'E' - SIMS-X SN required for maintenance
'F' - SIMS-X SN required for supply & maintenance
'G' - Serial Number required for supply

LCC.  Enter the LCC for the Catalog class.  A selection screen
of valid choices is available.  Valid choices are:

'A' - Army Standard item
'B' - Issued in lieu of LCC A items
'D' - Not qualified for type classification
'F' - Reserve Components only
'N' - Items not separately type classified
'O' - Obsolete Items
'R' - Items not in SB-700-20
'T' - Limited procurement of tests only
'U' - Type classified - limited procurement

 3. Click the Cancel button to cancel the transaction without
    saving.

 4. Click the Save button to save the transaction.
PROPERTY MENU
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Modifying Stock Catalog Entry
_________________________________________________________________

 5.  Once the transactions Saved or Cancelled the user is
 returned to  the Maintain Stock Catalog screen.
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Deleting Stock Catalog Entry
_________________________________________________________________

To delete a catalog class, highlight the record to be deleted and
click the Delete button on the toolbar.

APPMS will not allow the user to delete a catalog class if an
associated active property record exits.

1. The following alert is displayed when Delete is selected:

 
 
 2. Click the Ok button to cancel the delete transaction.
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Deleting Stock Catalog Entry
_________________________________________________________________
 
3. If the Catalog record can be deleted, the following alert is
displayed:
 
 

 
 4. Click the Yes button to delete the record, Click the No or
 Cancel button to cancel the delete transaction.
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 Viewing Stock Catalog Entry
_________________________________________________________________
 
 To view a Stock Catalog record, highlight the record and click
the View button on the toolbar.
 
 1. The following screen is displayed when View is selected:
 

 
 
 2. Click the Close button to return to the Maintain Catalog

screen.
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 Querying Catalog Records
_________________________________________________________________
 
 To query a catalog record, click the Enter-Query button, and then
click the Exct button on the toolbar to execute the query. To
cancel the query, click the Cancel button on the toolbar.
 
 The fields available for querying are:
 
 Catalog ID
 (catalog) Noun
 (catalog) Nomenclature
 (catalog) Pilferable
 (catalog) ECC
 (catalog) LCC
 (catalog) LIN
 (catalog) RICC
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 View Archived Property
_________________________________________________________________
 
 Archived Property that has been previously disposed of is called
Property.
 
 1. From the APPMS Main Menu select the [Property] option.
 
2.  Select [View Archived Property] on the Property Menu. The user
   will see a list of archived property items.  The user can
   reactivate a previously deleted property item (recover),
   search for a particular piece of property, sort the list, or
   find the information from the following screen:

3.  Click on the More button to see additional query fields.

4.  Click the Previous button to return to the previous query
   screen.
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Recovering An Archived Property Item
_________________________________________________________________

To recover a previously deleted property item from Archived
Property, highlight the record to be recovered and select the
Recover button from the toolbar.

1. The following screen is displayed when Recover is selected:

2. The following field is available for editing:

REMARKS.  This field may be changed as needed.
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Recovering an Archived Property Item
_________________________________________________________________

3. Click the Cancel button, to cancel the transaction without
   saving.

4.  Click the Recover button, to save the transaction.

5.  Once the transaction is Cancelled or Recovered, the user is
   returned to the Archive Property screen.
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Viewing An Archived Property Item
_________________________________________________________________

To view an Archived Property record, highlight the record and
click the View button on the toolbar.

1. The following screen is displayed when View is selected:
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Viewing An Archived Property Item
_________________________________________________________________

From the Viewing Property Record screen, the user may do the
following activities:

1.  View Accessories for that property item
2.  View the Catalog record associated with that property item
3.  View all Transactions against that property item

1.  View Accessories for that property item

To view any accessories, click the Accessories button on the
screen. The following screen is displayed:

2.  Click the Close button to return to the View Property Record
 screen.
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Viewing An Archived Property Item
_________________________________________________________________

3.  View a Catalog record associated with a property item

To view a Catalog record associated with a property item,
click the Catalog button on the screen. The following screen is
displayed:

Click the Close button to return to the View Property screen.
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Viewing An Archived Property Item
_________________________________________________________________

4.  View all Transactions against a property item

To view a Transaction records against a property item,
Click the Transaction button on the screen. The following screen
is displayed:

Click the Close button to return to the View Property Screen.
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Viewing An Archived Property Item
_________________________________________________________________

5.  To view detailed information on a transaction, highlight the
transaction and click the View button on the screen. The
following screen is displayed:

6. Click the Close button to return to the View Property screen.
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Querying An Archived Property Item
_________________________________________________________________

To query an Archived Property record, click the Enter-Query then
click the Exct button on the toolbar to execute the query. Click
the Cancel button on the toolbar to cancel the query.

The fields available for querying are:

To HRA
Bar Tag
Catalog (Noun)
Code
Trans. Date
From HRA
Catalog ID
Location
Room
Inventory Date
Extended Cost
Accessory Cost
Purchase Order Number
Requisition Number
Acquisition Date
Acquisition Cost
Serial Number
To Work Code
From Work Code
Authorization ID
Document Register No.
Funding Code
Disp Sym
Disposal Code
Supply Code
Utilization Code
Part Number
Model Number
Manufacturer
Old Bar Tag ID
Record Add Date
Trans. No
(Catalog) Nomenclature

                                                    PROPERTY MENU
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View Transaction Register
_________________________________________________________________

The Transaction Register contains information on past
transactions against an active property item.  This allows
personnel to maintain an audit trail of the Property Book
transactions.

The Trans ID number is a unique number assigned to each
transaction against an active piece of property.  APPMS will
automatically create these numbers.  The created numbers are in
the following format:

last digit of the year ))),
                          3123-0001
day of the year (Julian) ))2)- .))2))))) incrementing number

Helpful Hint:
To obtain a hard copy of transactions for the day, the user
must print the day's Transaction Register transactions for
both the Active and Archived transactions.
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View Transaction Register
________________________________________________________________

1. From the APPMS Main Menu, select the [Property] option.

2. Select [View Transaction Register] on the property menu. The
user can search for a particular transaction or sort the
list.

3. Click the More button to see additional query fields.

4. Click the Previous button to return to the previous screen.
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Viewing A Transaction Register Entry
_________________________________________________________________

To view a transaction record, highlight the record to be viewed
and click the View button on the Transaction screen.

1. The following screen is displayed when View is selected:

2. Click the Close button to return to the View Transaction
   screen.
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Querying A Transaction Register Entry
_________________________________________________________________

To query a transaction record, click the Enter-Query button, and
then click the Exct button on the toolbar to execute the query.
To cancel the query, click the Cancel button on the toolbar.

The fields available for querying are:

Trans. ID
Document Reg. No.
Bar Tag ID
(Catalog) Noun
Code
Trans. Date
User ID
To HRA
Catalog ID
Location
Extended Cost
Purchase Order No.
Requisition No.
Acquisition Date

   Serial No.
Room
Authorization
To Work Code
From Work Code
From HRA
Fund Code
Utilization Code
Part No.
Model No.
Manufacturer
Remark
(Catalog) Nomenclature
(Catalog) RICC

   Disposal code
   Disp sym
   Supply Code
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View Archived Transaction Register
_________________________________________________________________

The Archived Transaction Register contains information on past
transactions against an archived property item.  This allows
personnel to maintain an audit trail of the Property Book
transactions.

The Tran ID number is a unique number assigned to each
transaction against an active piece of property.  APPMS will
automatically create these numbers.  The created numbers are in
the following format:

last digit of the year ))),
                          3123-0001
day of the year (Julian) ))2)- .))2))))) incrementing number

Helpful Hints:
To obtain a hard copy of transactions for the day, the user
must print the day's Transaction Register
transactions for both the Active and Archived
transactions.
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Viewing Archived Transaction Register
_________________________________________________________________

   From the Property Menu select the [View Archived Transaction
Register] option. The user will see a list of transactions for
archived property items.  The user can search the list for a
particular transaction, sort the list, or view more
information on a transaction from the following screen:

1. Click the More button to see additional query fields.

2. Click the Previous button to return to the previous screen
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Viewing An Archived Transaction Register Entry
_________________________________________________________________

To view detail information on an Archived transaction record,
highlight the record and click the View button on the toolbar.

1.  The following screen is displayed when View is selected:

2. Click the Close button to return to View Archived Transaction
screen.

    PROPERTY MENU



4-79

                               VIEW ARCHIVED TRANSACTION REGISTER
                  QUERYING AN ARCHIVED TRANSACTION REGISTER ENTRY

Querying An Archived Transaction Register Entry
_________________________________________________________________

To query an Archive Transaction record, click the Enter-Query
button, and then click the Exct button on the toolbar to execute
the query. Click the Cancel button to cancel the query.

The fields available for Querying are:

Trans. ID
Document Reg. No.
Bar Tag ID
(Catalog) Noun
Code
Trans. Date
User ID
To HRA
Catalog ID
Location
Extended Cost
Purchase Order No.
Requisition No.
Acquisition Date.

   Acquisition Cost.
Serial No.
Room
Authorization
To Work Code
From Work Code
From HRA
Fund Code
Utilization Code
Part No.
Model No.
Manufacturer
Remark
(Catalog) Nomenclature


